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Note: Test data/information is displayed in the screenshots listed in this document 
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1. 'ÅÎÅÒÁÌ ÒÅÍÁÒËÓ 
 
After each action, notification about the outcome with the appropriate message is displayed in the right upper corner of 
the screen. Successful actions will be in green and unsuccessful in red color. Message will automatically disappear from 
the screen after 5 seconds. 
 

 

 
Validations are set for text fields that expect data input in certain format e.g. Date fields or number fields. If invalid data 
in entered in the field, error notification will appear next to the field in question and will be visible for 5 seconds. Field 
will be marked with red color drop shadow until error is corrected. 
 

 
 
All Date fields are date pickers and all Time fields are time pickers, which functionality is activated by clicking anywhere 
on the field. 
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2. #ÒÅÁÔÉÎÇ ÎÅ× 3ÅÃÌÕÓÉÏÎ ÁÎÄ 2ÅÓÔÒÁÉÎÔ #ÁÓÅ 
 
Creating Seclusion and Restraint (SAR) cases is allowed only to Contractor/TRBHA and Health Plan users who have 
appropriate Seclusion and Restraint role, as well as selected AHCCCS users.  
 
To access SAR main page, after logging in, open /ǊŜŀǘŜ Χ drop-down form the side menu and follow SAR link from the 
list of options (list of options will vary depending on the users role in the portal). 
 
 

 
 
 
Begin by searching for a member to affiliate with the SAR case. Enter an AHCCCS Id and a Date of Birth or First Name, 
Last Name and Date of Birth on the form, and click on the button Search. If the search was successful, member 
information will be displayed bellow the form. Click on the link Select to complete member affiliation with the case. 
 
Next step will be affiliating Provider Service Location with the SAR case.  Enter information in the Provider Search form 
and click on the button Search. To affiliate Provider with the SAR case, click on the Select link next to the corresponding 
Provider information in the search results list. 
 
At this point SAR case is successfully created and Case Number is assigned to it.  
Main SAR case form page will be opened allowing you to enter all necessary information about the case. Page is 
separated in five different sections, each one accessible by clicking on the appropriate link on the left sub-menu. 
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3. -ÅÍÂÅÒ )ÎÆÏÒÍÁÔÉÏÎ 3ÅÃÔÉÏÎ  
 
This section contains information about member affiliated with the Case.  
 
All fields, except Contractor/TRBHA field, are in the read-only status, and only available to AHCCCS internal users. To 
make a change on this section, select desired values from the drop-down lists, and click on the button Save.  
 
WARNING! Changing Contractor/TRBHA field to a Health Plan different from the Health Plan user is member of, will 
render that Case inaccessible to that user! 
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4. 0ÒÏÖÉÄÅÒ )ÎÆÏÒÍÁÔÉÏÎ 3ÅÃÔÉÏÎ 
 
This section contains information about Provider affiliated with the Case. 
 
This section is strictly informational, and there are no fields to change. 
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5. %ÖÅÎÔ )ÎÆÏÒÍÁÔÉÏÎ 3ÅÃÔÉÏÎ 
 
This section contains information about Seclusion and Restraint event. 
 
To make a change on this section, enter or select desired values in the fields, and click on the button Save. 
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6. !ÔÔÁÃÈÍÅÎÔÓ 3ÅÃÔÉÏÎ 
 
This section allows user to work with the attachments for the Case. 
 
In this section, users will add complete Seclusion and Restraint report received from the Provider, and any other needed 
documents. 
 
 

 
 
 
Maximum file size allowed for the upload is 12 MB. If the file size exceeds this value, error notification will be displayed. 
There are no limits for file type that can be uploaded, but system will refuse to upload files that are considered 
unsecure, such as HTML files or script files. Files in the PDF format are most desirable and preferable for upload.   
 
Using Browse button, user is able to choose file for upload from users local file system. Attachment Description is the 
required field. Upload action is confirmed by clicking on the Upload Attachment button. 
 
Clicking on the  next to the attachment, after user confirmation that action is desired, system will remove that 
attachment from the list. 
 
Clicking on the attachment description in the list of Report Attachments, system will download selected attachment and 
offer user to open or save the downloaded file.  
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7. 2ÅÖÉÅ× 3ÅÃÔÉÏÎ 
 
This section is used to link Seclusion and Restraint Case with an Incident (IAD/IRF), if necessary.  
 

 
 
Clicking the button Search for open affiliated Incidents, user will initiate search for Incidents already in the system. This 
button opens new modal window that contains a list of all already created incidents in the system, based on the 
ƳŜƳōŜǊΩǎ !I///{ LŘΦ IŜŀƭǘƘ tƭŀƴ ǳǎŜǊǎ ŀǊŜ ŀƭǎƻ ƭƛƳƛǘŜŘ ǘƻ ǘƘŜ ŎŀǎŜǎ ǘƘŀǘ ŀǊŜ ƻǇŜƴŜŘ ŦƻǊ ƻǊ ōȅ ǘƘŜƛǊ ƘŜŀƭǘƘ ǇƭŀƴΦ  
 

 
 
Click on the Case number link in the list will open printed version of the Case, so users can decide if the incident is 
related with the current Seclusion and Restraint case. Clicking on the Link Case will link that incident with the current 
SAR case. 
 
If an existing incident does not exist, a new incident can be created by clicking on the button Open new affiliated 
incident. That button allows users to create new incidents in the QM Portal (IRF). All entered information from the SAR 
Case will be ported to the new Incident and all attachments will be available. New Incident will be automatically linked 
with the SAR Case. 
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In the list of the linked Incidents, clicking on the Incident case number will redirect user to the IAD/IRF report, if user has 
proper authorizations to access those reports. 
 
Button Create Redacted Report for IOC is available only if no Incident is linked with the SAR case. Click on that button 
will allow user to redact and upload necessary documentation for appropriate IOC.  
 
If the SAR case is linked to the Incident, this button will not be available, as process for uploading and submitting SAR 
documentation to IOC is expected to be handled from the affiliated Incident. 
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8. 3ÅÃÌÕÓÉÏÎ ÁÎÄ 2ÅÓÔÒÁÉÎÔ 3ÅÁÒÃÈ 0ÁÇÅ 
 

To start searching for existing SAR Cases click on the Search  link in the QM Portal application menu on the left hand 
side, and select SAR from the list of sub-menu items. This will open a new page. 
 

 
 
Page contains Search Criteria section with a form to enter criteria and to narrow down possible results. Leaving any field 
blank will exclude that field from the search criteria. 
 

 
 
ω Case Number if entered will search for particular Case. 
ω AHCCCS Id if entered will search for Cases affiliated with that particular member. 


